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DEPAI{TMIENTOF1IP:A.LT1l,EDUCAr~lON,AND WELFARE
pu~~~c[l~AJ.’r}[SERVJc~

IIEALT}l RESOURCESADhfINISTRATION
OF1’ICEOF TIIE ADhlINISTRATOR

-.
Bureau/CenterDirectors
ActingAssociateDirectorfor
HealthResourcesPlanning,BHRD
OA OfficeDirectors

‘ATE: ~cT 7 19741’L :

FKOM : AssociateAdministratorfor
Operationsand Management

SUBJECT: Applicationof EEO Principlesin the PersonnelActionProcess

1. Dr. KennethM. Endicott,in compliancewith the policydescribedin
Section1 of ExecutiveOrder11478,has chargedthe EqualEmployment
Officer,HRA, with assuringthe AdministratorthatEEO principlesand
practicesare followedin all personnelactions. That sectionstates:
“It is the policyof the Governmentof the UnitedStatesto provide
equalemploymentfor all persons,to prohibitdiscriminationin employ-
ment becauseof race,color,religion,sex, or nationalorigin,a~~dto
promotethe full realizationof equalemploymentopportunitythrough
a continuingaffirmativeprogramin each executivedepartmentand
agency. This policyof equalopportunityappliesto andmust be an
integralpart of everyaspectof personnelpolicyand practicein
the employment,development,.advancem&nt, and treatmentof civilian
employeesof the FederalGovernment”.

2. The mechanismsdesignedfor achievingsuch assuranceare to consist
of telephonecontactby the programofticialswith the appropriate
DeputyEEO Officers,(OA and the Bureau)and initialingby the Deputy
EEO Officerof the Requestfor PersonnelAction (SF-52)on its way
to and from the ServicingPersonnelOffi~e. In some cases,these
mechanismshave not been fullyfollowed,or have givenrise to a
numberof questionssuch as (a)which SY-52’Sdo or do not require
initialing,and (b)what should
of the reviewof the SF-52’sto
applied.

actuallyhappen
insurethatEEO

intendedto:

in the variousstases
principlesare being

additional.mechanisnls
EEO. Carryingout

3. The procedureswhich followare

a. Addressthe questionsraisedand to provide
for more effectivelyachievingthe goalsin
theseproceduresin HRA will also supportthe continuanceof HRA
settingan examplein EEO applications.
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b. Reaffirmthe principlethatit is basicallythe supervisor’s
responsibilityto insurethat equalemploymentopportunity
principlesare an integralpart of the recruitment,hiring,
and promotionprocess. The proceduresalso reiteratethe
essentialrolesto be playedby the ServicingPersonnelOffices
and providefor the necessaryparticipationby the Deputy”EEO
Officersin orderfor them to be able to assurethe EEO Officer
thatEEO principlesand proceduresapplyto all personswhether
minorityor majority. Specialemphasiswill be placedon fair
considerationof minoritiesandwomen..

4. Effectivewith the issuanceof this.memorandumand untilfurther
notice,all Requestsfor PersonnelAction (SF-52),afterbeingfilled
out by t~initiating officeand afterreviewand approvalby the
Bureau/CenterAssociateDirectorfor Management,will be routedto
the appropriateDeputyEEO Officer.

The forwardingof eachRequestfor PersonnelActionwill be yreceded
by telephonicor oral explanationto the DeputyEEO Officerto provide
the followinginformation:

(1) The natureof the SF-52which isto be initiatedand the program
and personnelrequirementsand intentsin the recruitment>selection>
or promotionactionswhichmay follow.

(2) mat provisionshave alreadybeen made or what provisionsneed to
be made to insurethat EEO principleswill be followedin these
processes.

.. ..-,*., .,X.
5. Upon receiptof the SF-52and satisfactionwith the clarifyingEEO,..

information,the followingactionswill occur:

a. The DeputyEEO Officerwill sign and date the SF-52on line
II. K (l),and forwardit with a copy of the clarifyinginfotiation
from the initiatingofficeto the appropriateServicingPersonnel
Office. Duringperiodsof absenceof the DeputyEEO Officerfrom
the office,he will ‘indicateproceduresto be followedduring
each absence.

b. The ServicingPersonnelOfficeswill:

(1) Carryout theirusualresponsibilitiesfor the personnelaction
includingcheckingthat the SF-52*Shave been initialed“bythe
DeputyEEO Officer.
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6. The
the
the
was

(2)

(3)

(4)

(5)

(6)

To the best of theirknowledge,informthe initiatingoffice
and the DeputyEEO if minoritycandidatesare or are not
availablefor recruitment,selection,and/orpromotionso
appropriateactionmay be taken, if necessary,to remedythe
situation.

Obtainthe DeputyEEO’Ssignatureand datewhen requestsare
made to changethe SF-52as originallysubmitted.

Beforefinalactionis takenon a promotionpanel,assure
that the DeputyEEO’Ssignatureand date appearboth before
and afterits submissionto the selectingofficial.

Insurethat appropriaterecordsof the aboveactionsare
availableso that reportscan be preparedby the DeputyEEO
Officerwith regardto considerationof minoritiesincluding
notationsofactions cancelledduringany stageof processing.

Providem=imum opportunityfor theDeputyEEO to participate
in the personnelprocedures,e.g.,recruitment,reviewof
applicants,promotionpanelpreparation,etc.

selectingofficialwho has the finalresponsibility‘forapproving
request(SF-52)in Item I, will have the responsibilityto inform
PersonnelGeneralistand DeputyEEO Officerif a minorityindividual
selected.

7. At the followingprincipalpointsin the SF-52process,the Deputy
EEO Officermay requestthe BureauDirector,Officeor Division
Directorto directthat additionaleffortsbe undertakento assure
equalemploymentopportunityprinciplesare being carriedout:

a. Upon receiptof the SF-52andwrittenclarificationof intent
by the initiatingoffice.

b. After completionof the recruitmentand panelformulationefforts
by the PersonnelOperationsBranch.

c. After interviewsand proposedselectionby the selectingofficials.

8. ‘Theprogramappro~chesto the applicationof EqualEmploymentOpportunity
principlesin the personnelprocessmust be as consistentas possible
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to facilitatethe abilityofthe personnelstaffsin H% to carry
out theirfunctionsexpeditiously.

j
,’k?k$h..“

DanielF. tesi e, .D.S.

cc:
AssociateDirectorsfor
Manag~ent, N~S, BHSR,BHRD
Director,Divisionof
Wnag-ent Services,OM
DEE06s
WinfieldWhite,PPD
BarbaraPrince,BHRD
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